Section 4

PERSONNEL POLICIES

1.  Paid Staff Salary Administration

The Personnel Team and Finance Team, at the time of presenting a candidate for consideration will recommend a scale of compensation approved by Church vote that it considers mutually acceptable.  The Pastor and other paid staff will be paid by-weekly on Sunday.  The Budget and Finance Teams will review the Pastor and other staff salaries annually.  The Church will vote on salary increases in conjunction with the annual approval of the Church budget.  Retirement benefits are available for employees working 20 hours and above through the Annuity Board of the Southern Baptist Convention.  A salary reduction agreement will be signed and renewed annually for funds allocated to retirement and housing allowance.

2.  Employee Benefits

The Pastor and full-time paid staff are entitled to paid vacation time.  The amount of time will be determined at the time of employment and subject to increase as the church deems appropriate.  A minimum of two weeks paid vacation per year will be granted to all full-time employees.  The Pastor will be given three (3) weeks’ vacation and the option of selecting time during the year for personal sabbatical time and for preparing his annual preaching plan.  Sabbatical time will not be considered vacation time.  The amount of sabbatical time will be determined based on need and length of employment.  Part-time and bi-vocational employee’s vacation time will be determined at the time of employment with the church.

The following holidays are considered paid holidays for all church employees:  New Year’s Day, Good Friday and Easter Monday, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the day following, Christmas Day and the day following.  When these holidays occur on the weekend, the employee will have the option of selecting a weekday to observe the holiday.  Paid leave time will be subject to the approval of the Finance and Personnel Teams.  Extended leave time will include, but not be limited to, personal illness, illness of a member of the immediate family, and death in the family.

The Pastor and staff will have the option of setting office hours and deciding on their day off during the week.  The Pastor and staff will be allowed paid time off for revivals, conferences and conventions on the Associational, State, or National level.

3.  Sexual Harassment and Sexual Misconduct Policy

Keystone Baptist Church will not tolerate sexual harassment of employees or sexual misconduct of any kind.  A valid complaint of sexual misconduct that is brought to the attention of the Pastor, staff, deacons, or a member of the Church will report all sexual misconduct charges involving minors to law enforcement personnel and will prosecute to the limit of the law all who are charged and proven guilty of a crime.  Immediate termination will occur on substantiated cases of sexual harassment and misconduct.

4.  Paid Staff Job Description

The Senior Pastor
The Pastor is responsible to the Church to proclaim the Gospel of Jesus Christ, to teach the Biblical Revelation, to engage in pastoral ministries, to provide administrative leadership in all areas of Church life, to have charge over the welfare and oversight of the Church, assisted by the staff and deacons.

Responsibilities:

1. Plan and conduct the worship services, prepare and deliver sermons.
2. Lead in the observance of the ordinances, train in mission activity.
3. Lead the Church in an effective program of witnessing and caring ministries for persons in the Church and in the community.
4. Visit members and prospects and express genuine Christian concern.
5. Conduct counseling sessions, perform wedding ceremonies, and conduct funerals.
6. Serve as an ex officio member of all teams, organizations, and departments of the Church.  The Pastor shall serve as moderator of Church conferences and business meetings.  The Associate Pastor will serve as moderator in the absence of the Pastor.
7. Work hand in hand with the staff and deacon body and assist them in the effective performance of their specific duties and responsibilities.
8. Represent the Church in Associational, State, and Southern Baptist matters and concerns and keep the Church informed on denominational developments.
9. In cooperation with the deacons, provide for pulpit supply when he is absent, and shall arrange for the concurrence of the deacons for ministers to assist in revivals and Bible conferences, and assist in other special services required by the Church.
10. The Pastor will encourage the total Church program, church training, outreach, and new member orientation.
11. Preparation of the Lord’s Supper including the coordinating of volunteers to do this for the monthly celebration and any other times necessary throughout the year.
Associate Pastor of Discipleship & Youth
By the direction of Jesus Christ, provides leadership in the areas of Christian Education and Discipleship to Keystone Baptist Church.  Assist the Senior Pastor in ministering to Keystone Baptist Church.  Associate Pastor reports to the Senior Pastor.
Responsibilities include the following:
· General:
1. In the absence of the Senior Pastor, assumes the duties of same for the church, the staff, congregational members, and resolves issues that may arise.
2. Assist the Pastor in management, administration, and pastoral responsibilities as requested.
3. Serves as a representative of the church within the Southern Baptist Convention, Keystone Baptist Association, and the community at large.
4. Provides weekly reports of activities to the Senior Pastor.
5. Oversee continuance of the Safe Sanctuary Program within the church. 
6. Other duties as requested by the Senior Pastor.
· Discipleship:
1. Oversee and encourage all educational and discipleship programs within the church. 
2. Providing leadership, assistance and aid to volunteer leaders.
3. Review literature currently in use and research new.
4. Seek out programs or classes that may benefit the membership in spiritual growth.  
5. Leadership training for the church.
6. Bible Studies for men, women, young adults and youth.
7. Discipleship training for the church.
8. Encourage and train mentors in areas of volunteer leadership.
· Youth:
1. Associate Pastor of Youth shall have charge of the general oversight of the ministries pertaining to the youth.
2. Coordinate with volunteers in the Church for the development and spiritual growth of the next generation of leaders of the Church.
3. Coordinate recreational activities designed to teach and entertain.
4. Plan opportunities for Christian service projects, mission trips, and ministry to the members of the Church and people in the community, the Nation, and the world.
5. Offer counsel and mentoring to young adults seeking the Lord’s direction for their lives.
6. Work with the Pastor and other staff members in the overall ministry, involving the youth in various ministries and Church programs.
Office Administrative Assistant
The responsibilities of the office administrative assistant shall include, but are not limited to the following:
1. The Office Administrative Assistant will work with the Pastor and staff in maintaining and producing documentation of various ministry projects.  Letters and outgoing mail shall be handled in a timely manner.
2. Phone calls shall be directed to various staff members and messages taken in their absence.
3. The design and production of the weekly Worship Folder and Church Newsletter.
4. Determination of emergency situations shall prompt a phone call to the Pastor or staff member regardless of the day of the week or time of day.
5. Pick up bank deposit reports at their earliest convenience on the first of the week.
6. Be responsible for taking out-going mail to the Post Office and routing incoming mail and correspondence.
7. Work with the Pastor and staff in the overall operation of the various ministries of the Church.
8. The position is recommended to be filled by someone who is not a member of Keystone Baptist Church.
9. Responsible to compile the ACP (Annual Church Profile) report for the Southern Baptist Convention.
Section 5

CHURCH OFFICERS

CHURCH OFFICERS

A Church operates in somewhat of a different way in comparison to other organizations.  Volunteers make up and carry out the majority of all the ministry output.  The following descriptions are for those in key leadership positions in Keystone Baptist Church.  Some are set apart by ordination, a Biblically-based commission to special service.  Others are elected by the Church based on their abilities and commitment to the work of the Lord.  All are important to the overall ministry and to the Lord.  It is vital to the operation of the Church that all members of various teams, organizations, and those in leadership positions, be present at meetings, when possible, and participates in the ongoing work of ministry. Remember, each is committing his/her service to the Lord!

Job Descriptions:

DEACON

Principle Function-


Deacons of this Church will be elected to serve the Church and assist the Pastor and staff in the welfare and general oversight of the Church.  If married, their wife shall serve as a co-laborer in this vital ministry, assisting in the general exercise of compassion and ministry to the families of the church. Their duties are determined by Scripture and they are to consider themselves at all times, servants of the Church.  A chairman shall be selected at the first meeting and the chairman shall serve on the church council as a representative of the deacons.
Responsibilities and Selection Process-


Refer to Section 3 of the Keystone Baptist Church By-Laws for a list of responsibilities and selection process.

Goals for Keystone Baptist Church Deacons-

1. To help make certain that every family and every member of the Church body experiences the love and support of the ministry of Keystone Baptist Church.

2. To see the testimony of this Church to the community is one that describes us as a vibrant, loving place where Jesus is lifted up in honor and worship and where people are loved unconditionally.

3. To strengthen the fellowship and unity of the Body.

4. To guard the believing Body against intrusion of error and evil influence.

5. To minister to the physical and social needs of the congregation and to cultivate the ministry of the Body one to another in love.

6. To encourage the faithful use of spiritual gifts through the Church.

7. To see that the congregation is well informed concerning the challenges and opportunities which the Holy Spirit brings before the Body.

8. To provide encouragement and comfort to the members of the Body who are going through an emotional crisis or physical illness.

9. To under-gird the evangelistic and missionary fervor and various ministries of the Body.

10. To set the tone and example of righteousness in their own lives and in their homes.
11. To hold up the hands of the Pastor and staff in united prayer as Messengers of Christ to the Church.

12. To see that the congregation honors the Pastor and staff and respects their position of leadership as the anointed leaders of the church.

13. Be representatives of the pastor and church direction in their interactions and ministries.
14. To give oversight to the benevolent ministries of the Church.

15. To see to the unity of the Body of Christ and to lead by example with their physical attendance to worship and ministry opportunities of the Church.
16. Coordinate and administer the observance of the Lords Supper.

17. Other duties and service as directed by the pastor.
Reasons and procedure for the termination of a deacon-


Should a deacon conduct himself in a manner unbecoming to the office of deacon, or be out of fellowship with the Church after consultation with the deacon team, and upon their recommendation, his ordination may be revoked by a three-fourths (3/4) majority vote of the Church members present at a regular or special called business meeting.  The deacon will be notified in writing by the chairman of deacons concerning the planned vote and action of the Church.  It would be in the best interest of the testimony of the deacon and the Church that the deacon removes himself before such action should become necessary.

TRUSTEE

Principle Function-


The Trustee shall, as provided by law and by the action of the Church, hold in trust the titles and legal papers to all the properties of the Church.  These titles and papers are to be kept in the Church safe.

Responsibilities-

1. The Trustees shall represent the Church in all legal matters, including the purchase, disposal, or improvement of Church property.

2. They shall execute all legal papers relating to the Church in any legal arena.

3. The Trustees are the only ones authorized by the Church to enter into any legal contract of any kind on behalf of the Church (see Section 7 for guidelines).

4. The Trustees shall have no authority to buy, sell, mortgage, lease, or transfer any Church property without a majority vote of the congregation at a called business meeting.
5. The Trustees shall be responsible for the van ministry.  They shall be responsible for the maintenance of the church van and ensuring that those driving the van are able to do so.

6. Actively attend Sunday school and Worship Services.
Election Process-


Trustees serve three-year terms on a rotating basis and are selected by the Church Nominating Team.  They must be approved by the Church when the other officers are presented for consideration.  Trustees are required to take a minimum of a one year recess before being eligible to serve another term after completing a three-year term.  Trustees must have been active members of Keystone Baptist Church for a minimum of one year.

 SUNDAY SCHOOL SECRETARY
Principle Function


The Sunday School Secretary shall work with the Discipleship pastor in general oversight of the entire Sunday school and administer its affairs in cooperation with, and according to, the plans and methods of the overall vision of ministry of the Keystone Baptist Church.

Responsibilities-

1. .
2. The Secretary shall see that a full and accurate report of the Sunday school is made at the regular business meetings of the Church and other reports as necessary.
3. The Secretary will work with the Discipleship pastor to make sure all materials needed for teaching are ordered and available for teachers.  Bi-annually, the Secretary and Discipleship pastor shall review the literature with the teachers and evaluate its effectiveness.
4. The Secretary shall work to ensure that all classes are staffed on Sunday and coordinate the volunteer child care with a nursery director.
5. The Director will work closely with the Associate Pastor – Discipleship/Youth, and other staff to promote Church growth through the vehicle of the Sunday school program.
6. The Director shall serve on the Nominating Team, Budget Team.

7. Actively attend Sunday school and Worship Services.
8. It is the responsibility of the Secretary to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Secretary will give the name to the Nominating Team.  This should be done within two months of taking this position.
Election Process-


The Sunday School Secretary shall be elected annually.  The Secretary’s term of service shall coincide with the Sunday school year running from September 1 through August 31.  One who has previously served in this position is eligible for re-electionCLERK

Principle Function-


The Church Clerk shall be responsible for attending all business meeting of the Church, including Leadership Team meetings, and keep an accurate record of all business transactions.
Responsibilities-

1. The Church Clerk is to issue letters of dismissal and issue letters of admission as authorized by the Church.  Preserve all papers and valuable records and letters that belong to the Church and preserve a true history of the Church, keeping such records safe.
2. The Church Clerk shall maintain an accurate roll of the Church membership, including the dates, and methods of admission and dismissal, change in name, correct mailing addresses and other information about each member.
3. The Church Clerk is responsible to record and maintain the minutes of all Church Business meetings.
4. Actively attend Sunday school and Worship Services.
5. It is the responsibility of the Clerk to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Clerk will give the name to the Nominating Team.  This should be done within two months of taking this position.
Election Process


The Church Clerk shall be elected annually upon the recommendation of the Church Nominating Team.  The Church Clerk is eligible for reelection on an annual basis.

CHURCH TREASURER & ASSISTANT TREASURER
Principle Function-


The Church Treasurer shall have the duty of keeping accurate records in appropriate financial journals of all monies received and disbursed, reconcile monthly bank statements and correct ledgers as needed.  The treasurer will not serve on the counting team.

Responsibilities-

1. The Treasurer signs checks according to the policies and procedures set forth by the Church, always verifying supporting data for each check requested.
2. The Treasurer shall be prepared to make quarterly written reports to the Church if requested for business meeting or other reasons.
3. The Treasurer shall make an annual written report to the Budget Team and assist in the preparation of the budget.
4. The Treasurer is to keep the Church informed of any trends or changes in fiscal matters of the Church.
5. The financial records are to be audited annually and be subject to audit at any time by a CPA at the request of the Church.  All books, records, and receipts are considered the property of the Church.
6. The Treasurer is an ex-officio member of the Budget Team.
7. Actively attend Sunday school and Worship Services.
8. It is the responsibility of the Director to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Director will give the name to the Nominating Team.  This should be done within two months of taking this position.
Election Process-


The Assistant Treasurer shall be elected to serve a three year term.  At the conclusion of the Assistant Treasurer’s three year term, they will become the Treasurer and will serve a three year term as Treasurer.  They are not limited to a specific number of terms of service.

FINANCIAL SECRETARY

Principle Function-


The Financial Secretary has the responsibility of maintaining the giving records of the individual membership.  All members will be provided with offering envelopes and given an explanation of how they are to be used.  All financial records and books are the property of the Church.  The Financial Secretary’s books are subject to independent audit at any time by the request of the Budget Team.

Responsibilities-

1. Maintain an accurate record of contributions of each member who has offering envelopes or who contributes regularly to the Church.
2. Provide non-members with a box of offering envelopes if requested.
3. Provide all who contribute regularly an annual statement of giving.
4. Keep all recorded offering envelopes for three years.
5. Oversee the weekly counting teams.
6. Serve on the Budget Team.
7. Actively attend Sunday school and Worship Services.
8. It is the responsibility of the secretary to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current secretary will give the name to the Nominating Team.  This should be done within two months of taking this position.
Election Process-


The Financial Secretary will be elected annually by a recommendation from the Nominating Team.  There are no term limits on this position.

Women’s Ministry Team Leader
Principle Function-


The Women on Mission Director is responsible for the women’s events of the Church.  She will work with her team in planning and coordinating events for the women that will be evangelistic, which conforms to the mission statement of the church.  She will work with her team in planning and coordinating events for the women that will encourage spiritual growth and discipleship.
Responsibilities-

1. Plan, schedule, and hold meetings with the Women’s Ministry Team to coordinate events.
2. Work with the Nominating Team in the recruitment of leadership in the various missions organizations of the Church.
3. Working with the Discipleship pastor, oversee Bible studies for women.  This may include facilitating Bible studies or recruiting Bible study facilitators.
4. Be an accountability partner for other women who may be facilitating Bible studies.
5. Be the contact person for associational retreats and events.
6. Lead the Church in the observance of the Lottie Moon Christmas week of prayer and offering for International Missions. Coordinate the International Mission Study by setting a date and arranging for a teacher.
7. Lead the Church in the observance of the Annie Armstrong Easter week of prayer and offering for North American Missions.  Coordinate the North American Mission Study by setting a date and arranging for a teacher.
8. Actively attend scheduled Church council meetings.
9. Actively attend Sunday school and Worship Services.
10. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
Election Process-


The Women on Mission Director will be selected by the Nominating Team and approved annually by the Church.  This position has no terms limits.

Men’s Ministry Team Leader
Principle Function-


The Men’s ministry team leader is responsible for the leading, initiating, developing, and sustaining missionary education for the men, young men, and boys of the Church

Responsibilities-

1. The team leader works hand in hand with Discipleship Pastor in coordinating the men and boys to the Church in mission’s projects, education, and training. 
2. Plans outings to various inspirational and devotional activities like Promise Keepers, Associational and Denominational prayer retreats, and events in partnership with other area churches.
3. Encourages spiritual growth of the men and boys of the Church through times of organized Bible study, personal devotions, and corporate worship.
4. Work in partnership with the other mission’s organizations of the Church in the overall development of a strong mission outreach program of the Church.
5. The Team leader serves on the Nominating team.
6. Educate the Church on current or upcoming mission’s opportunities.
7. Keep the Church focused and informed on the mission’s opportunities and responsibilities outside the walls of the Church.
8. Keep the Church focused in our prayer for missionaries world-wide.
9. Actively attend scheduled Church Council meetings.
10. Actively attend Sunday school and Worship Services.
11. It is the responsibility of the team leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
Election Process-

The Men’s ministry leader is selected by the Nominating Team and approved by the Church on an annual basis.  There are no term limits to the position.

*     *     *     *     *     *     *     *     *     *     *

MISSIONS:  

It is important to know that all members of the Keystone Baptist Church are “on Mission” daily for Jesus Christ.  Each member is witnessing with his/her lifestyle, attitudes, and actions to those you come in contact with.  We have the opportunity to enter the mission field the Lord has placed us in and serve with a smile, a kind word, or an offer to help someone in need.  Every member should take the opportunity to join and work with one or several of the mission organizations we support.  It matters to us, but it matters to the Lord even more!

Section 6

CHURCH TEAMS

Keystone Baptist Church has several standing teams that function throughout the year and their function and purpose are detailed elsewhere in this manual.  From time to time, special teams are formed for the purpose of meeting unique needs or addressing temporary issues that affect the Church.  The Pastor has the authority to appoint such teams and their findings will be shared with the Church.  These special teams have no authority to make decisions or obligate the Church financially unless such permission has been granted in advance by the Church body.  The following teams meet “as needed” for the purpose outlined below unless otherwise specified. 

Event planning and communication channels of all teams will be coordinated through the church council. An organizational chart for communication purposes is located the last page of section 6 of this document.
CHURCH COUNCIL

The Church Council serves as a forum for church leaders to guide planning, coordination, conducting and evaluating the total work of the church. The team depends on various church teams to implement the church’s programs and ministries. In the instance of proposed changes and or purchases, the council will communicate and seek additional guidance from effected team leaders.
Principle Function – To coordinate and implement the activities and ministries of the church through: calendar planning, event planning and coordinating ministry cooperation for events.

Election and members – Team will consist of leaders listed below. See specific team leader descriptions for selection. Pastor will serve as Chairperson for Church Council. 

Members: Pastor, Associate pastor(s), Chairperson of Deacons, Men’s ministry leader, Women’s ministry leader, Youth ministry leader, Children’s ministry leader, In reach team leader, Outreach team leader, Activities team leader.

Service term on Church Council: Corresponds to leader’s individual terms as defined in ministry descriptions.

Duties – 
· To plan the church calendar
· Coordinate and help implement plans for evangelism, missions, discipleship, fellowship, worship, stewardship and ministry.
· Coordinate the church’s schedule of activities, special events, and use of facilities
· Communicate with church teams; activities or events that involve team cooperation. Be an open channel for teams that wish to plan events and report dates to Church Council.
· To ensure that all planned events and ministry activities are well planned, done with excellence and fit within the direction and core values of the church.
· Support the Pastor(s) and direction of the Church 
· Church Council will meet monthly.
MUSIC TEAM

The music ministry has been established to focus on the overall purpose of the Church:

1. To reach the lost and disciple the saved through the message of each song.
2. To create an atmosphere for true worship of the Triune God.
3. To prepare the hearts of the listeners for the preaching of the Word of God.
4. Selecting and leading music that promotes a high view and doctrinally sound view of the Triune God.
Those who play an active or supportive role in the music ministry will be considered members of the team.  We encourage participation of all age groups in the various opportunities available. Participation in the music ministry comes through the approval and coordination of the music team leader. The Music Team will be chaired by the Music Team Leader.  Additional members will be selected by the music team leader from the Worship Team and general membership.  The team will meet for the purpose of addressing various needs within the overall music ministry program of the Church.  Included in the list of needs, (but not limited to) would be seasonal music selections, special programs, children’s and youth music, guest musicians, cantatas, and concerts.  Additionally, this team can preview new talent in the Church.  They should work hand in hand with the Pastor in the planning and scheduling of special choral programs of the Church.

The Music Ministry Team Leader is also responsible to do the following:
1. .
2. Actively attend Sunday school and Worship Services.
3. It is the responsibility of the Leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
4. Team coordinates and communicates with the church council for events and assistance.
The music ministry team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
YOUTH MINISTRY TEAM

The Youth Ministry Team functions under the direction of the Pastor and/or Associate Pastor of Discipleship/Youth.  Team members include the Sunday school teachers of groups in grades seven and above, and members at large that volunteer for service. This team helps in the planning, scheduling, conducting, and evaluating of the overall youth ministry program.  They also assist in securing adult chaperones for outings and over-night trips.  Additionally, this team, along with the Pastor, will have the responsibility of maintaining the focus of this ministry.  We will use activities to enhance the overall goals of this ministry which are as follows:

1. To clearly teach the principles of the Word of God.
2. To motivate youth to live a pure and Godly life.
3. To develop the next generation into active soul-winners for Christ.
4. To teach youth by example how to love the Lord Jesus and be obedient to His Word.
The tools used for the accomplishment of these tasks could include, but are not limited to:  The Sunday School program, youth gatherings, focused Bible study times, camps, conferences, and mission trips.  All youth will be taught the basics of salvation, evangelism, and stewardship.  The goal of this team is for teaching the Word of God, taking care of its class members, and reaching out to the lost.  All participants in the various youth programs and activities will be encouraged strongly to become involved in all programs of the Church.

DISCIPLINE GUIDELINES FOR THOSE WORKING WITH YOUTH:

1. Never use physical contact to control students.
2. Never publicly degrade a student’s character or person.
3. State all rules and expectations up front before a problem occurs.
4. In a class room setting, ask the students to give respect to the Word of God, the Church of God, and to the teacher placed by God in a teaching position.
5. Love must be the foundation for all discipline.  Let them know you love them!
6. When discipline becomes necessary separate the student from the group by turning them over to the Associate Pastor or the Pastor of the Church immediately.  Be prepared to meet with the parents as soon as possible to explain the reason for discipline.  Let them know that you want to work through the problem for the betterment of the young.
7. Youth are individuals and have individual needs.  Do not “single out” Church leader’s children and add additional expectations on them either.  All youth should be expected to act properly.
8. Remember the tender emotions that are still developing during adolescence.  Our words have deep impact on young lives.
9. Never stand by and allow youth to label or pick on other members of the group physically or verbally.
10. Three Biblical warnings for consideration:
Genesis 42:22 “Do not sin against the child.”

Ephesians 6:4  “Fathers, do not provoke your children to wrath, but bring
                                    them up in the nurture and admonition of the Lord.”

Matthew 18:6  “But whoso shall offend one of these little ones, which

                         believe in me, it would be better that a millstone were

                         hanged about his neck and that he were drowned in the
                                   depth of the sea.”

The Youth Ministry Team Leader is also responsible to do the following:

1. Actively attend scheduled Church Council meetings.
2. Actively attend Sunday school and Worship Services.
3. It is the responsibility of the Leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
The youth ministry team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
CHILDREN’S MINISTRY TEAM

The Children’s Ministry team leader is responsible for the oversight of the following ministries in the church that focus on children. The ministries include but are not limited to; Children’s Church, AWANA, Vacation Bible School. The children’s team leader works with the Pastors in providing direction for this ministry.
The Children’s ministry team leader is also responsible to do the following:

1. Actively attend scheduled Church Council meetings.
2. Actively attend Sunday school and Worship Services.
3. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
The Children’s Ministry team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
CHILDREN’S CHURCH 

Children’s Church is designed to help train children to worship.  As the number of children increase in children’s church, the number of adults and mature youth needed, increase as well.  Children’s Church is under the supervision of the Children’s team leader in cooperation with the Pastor.  The following are the objectives:

1. To lay a foundation in a child’s life for a genuine conversion experience when he or she is ready to receive it.
2. To lay a foundation of what it means to be a church member.
3. To assist each child in gaining knowledge of the Bible and Christian faith and applying what they learn in everyday life.
4. To help each boy and girl develop Christian attitudes and convictions in every area of life.
5. To help each boy and girl develop and use his or her ability to witness to lost friends and family members.
6. To encourage each boy and girl to “hide God’s Word in their hearts through Scripture memory and training.
7. Team coordinates and communicates with the church council for events and assistance.
AWANA CLUB MINISTRY
The goal of the Awana Club ministry is to reach boys and girls with the Gospel of Christ and train them serve Him.  That is to be done in a Christian atmosphere through age appropriate games, Scripture memorization, mission projects and the teaching of God’s Word.  The club will follow the curriculum of Awana International.  

All leaders are to be trained and tested, and must pass a background check.  Only active members of Keystone Baptist Church may handle the actual teaching duties. The AWANA commander will provide leadership and direction over this ministry in cooperation with the Children’s Ministry leader and the Pastor. 

Foundational Verses:

The AWANA Club has one foundational verse and it is 2 Timothy 2:15 – “Study to show thyself approved unto God, a workman that needeth not to be ashamed, rightly dividing the word of truth.”  (KJV)  The first letter of several words in the verse is used to spell out AWANA – Approved Workmen Are Not Ashamed.
The Awana Commander is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. It is the responsibility of the AWANA Commander to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current AWANA Commander will give the name to the Nominating Team.  This should be done within two months of taking this position.
3. Team coordinates and communicates with the church council for events and assistance.
The Awana commander will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
VACATION BIBLE SCHOOL MINISTRY
The vacation Bible school team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position. The Vacation Bible school leader will work in cooperation with the Children’s ministry leader and the Pastor.

The goal of the VBS ministry is to reach boys and girls with the Gospel of Christ and train them serve Him.  That is to be done in a Christian atmosphere through age appropriate games, Scripture memorization, mission projects and the teaching of God’s Word.  

All leaders are to be trained and tested, and must pass a background check.  Only active members of Keystone Baptist Church may handle the actual teaching duties.

The VBS Leader is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. Team coordinates and communicates with the church council for events and assistance.
It is the responsibility of the VBS Leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current VBS Leader will give the name to the Nominating Team.
NURSERY TEAM LEADER
The nursery team leader coordinates childcare for crib nursery and pre kindergarten during church services, special events and meetings. The leader will ensure that workers volunteering in this ministry are in compliance with the adopted Keystone Baptist Church Safe Sanctuary policy.
Nursery leader coordinates with the Children’s ministry team leader.
HOSPITALITY TEAM

This team is under direct supervision of the Hospitality Team Director for Keystone Baptist Church. The Hospitality team shall work in cooperation with the church council. Sharing together through the opportunities of Christian fellowship can help strengthen the Body of Christ.  Some ways to accomplish this will be:

1. Implementing each Sunday’s fellowship time between Sunday school and the Morning Worship Service.  The specific responsibilities of the Hospitality Team Director will include:
· Picking up the refreshments at the store for the fellowship time.
· Making coffee and setting up tables with the refreshments.
· Cleaning area when fellowship is over.
· Ordering supplies as necessary.
· Scheduling additional help if needed.
2. Church Kitchen
· Responsible to keep kitchen stocked.
· Make certain the kitchen is cleaned after events.
· Assist in organizing dinners at the Church building.
The Hospitality Team Leader is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. It is the responsibility of the Director to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Director will give the name to the Nominating Team.  This should be done within two months of taking this position.
3. Team coordinates and communicates with the church council for events and assistance.
The hospitality team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
NOMINATING TEAM

The Nominating Team shall serve the Church by providing nominees to fill the various positions in the Church.  They shall have the nominees for various positions ready by the last business celebration of the year.  When positions become available during the year, it shall be the Nominating Team’s duty to fill the position unless otherwise stated in the Church Constitution.  The Nominating Team is made up of the following members:  The Senior Pastor, Associate Pastor, Sunday School Secretary, Women Ministry Team Leader, Men’s Ministry Team Leader, and two members elected by the Church.  It shall be the Nominating Team’s duty to seek the Lord’s leading in placing people in service that have a genuine calling to that area of service.  Care should be given in spending time in prayer during the search process. The chairman is selected from one of the members at large. Chairman is voted upon by the nominating team at its first quarterly meeting

The Nominating Team Chairman is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. The Nominating team shall meet three weeks prior to a business celebration if positions are vacant.
3. Team coordinates and communicates with the church council for events and assistance.
The members of the Nominating Team that are selected at large will hold a two year term on a rotating basis.  They shall be selected by the Nominating Team and approved by the church.
BUDGET TEAM

Principle Function:  To keep the church informed of spending vs. budget on a monthly basis.

Financial Team responsibilities to include:

1. Operating Budget Development – Review all budget requests from Team leaders.  This review will include an evaluation of the previous year’s expense and income and consideration for proposed ministry needs for the New Year.  A proposed budget and income statement will be developed and presented to the Church for adoption.
2. Budget Monitoring – provide continual monitoring of the approved operating budget for compliance.  This team has no authority to approve any expenditures or cost overruns to the Operating Budget.  The Team leader is responsible for compliance to the budget.  Individual items within the team budget may be adjusted up or down, so long as it does not change the team budget total.  Team budget changes MUST be submitted to this team for review before submission to the Church.
3. Special and Designated Accounts Monitoring – Provide continual monitoring for the purpose of compliance to the intent of the account.
4. The budget team is made up of the financial secretary, treasurer, assistant treasurer, building and grounds leader, Sunday school secretary, other members working in the financial ministry and the Pastor(s).
The Budget Team Leader is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
3. Team coordinates and communicates with the church council for events and assistance.
The budget team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
BUILDING AND GROUNDS MAINTENANCE TEAM

Building Maintenance Team responsibilities shall include, but not be limited to:

1. Review all requests of recommendations for new equipment, furniture or other purchases NOT provided for in the operating budget, special budget, or designated accounts.
2. Act as a clearing team for all items offered for donation to the Church.  NOTE:  This team shall be prudent in judging which items should require Church action and make a recommendation regarding the acceptance or rejection (i.e.: land donation, vehicle, and other large or valuable items.)
3. Take responsibility for up-keep and future repair of the Church as needed.  Such as:  changing light bulbs, trash removal, painting, minor repairs to bathrooms, and other areas inside the Church.
4. Outside grounds, exterior of the Church and entryway, to be checked weekly to see if clear of paper, debris, snow, ice, etc.
The Building and Grounds Team Leader is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. It is the responsibility of the Leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current Leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
3. Team coordinates and communicates with the church council for events and assistance.
The building and grounds team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
PERSONNEL TEAM

Personnel Team chairman is elected by the team from the two (2) members at large. The team will be called upon by the Pastor or church when staffing needs arise. The following officers are automatically a part of this team:

· Pastor
· Treasurer
· Budget Team Leader
· Financial Secretary
· Chairman of Trustees
· Chairman of Deacons
· Chairman of Building Maintenance
· Two (2) members selected at large from the Church body.  (rotating term like trustee)
Their responsibilities include:

1.   Provide assistance to the Pastor in the screening and selection process for associate ministers and paid support staff personnel.

2. Provide assistance to the Pastor in the screening and make recommendations to the Church for the hiring of Associate Ministers.
3. Approve hiring of paid support staff.
4. Team coordinates and communicates with the church council for events and assistance.
The members at large of the personnel team will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
SITE LONG-RANGE PLANNING TEAM

1. Develop and maintain an overall long-range site utilization and development plan.
2. Receive and review all suggestions, recommendations and requests for additional facilities or changes to existing facilities in conjunction with the long range plan and make recommendations to the Church for action.
3. The team shall consist of 7 members and one alternate.  The members of the team shall be approved by the church
4. This team shall be overseen by the Senior Pastor.
5. Team coordinates and communicates with the church council for events and assistance.
USHER/GREETING TEAM

Responsibilities:

1. Greet new visitors and give them a visitor’s packet and bulletin.
2. Assist them with:
a. Seating
b. Child Care
c. Rest Rooms
d. Anything else to see to their comfort
3. Help the handicapped into the Church and from home if needed.
4. Take care of the Visitor’s Center to see that someone is always there before service and during special events.
5. In bad weather, use umbrella to assist ladies from parking lot to the door.
6. Arrange for your own substitute on Sunday’s when you are not available and report the substitution to the team captain.
The Usher/Greeting Team Leader is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
3. Team coordinates and communicates with the church council for events and assistance.
The usher/greeting team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
IN-REACH MINISTRIES TEAM

Team is made up of one member from each Sunday School Class.  In the younger age group children, the Sunday School Teacher will serve on this team.  The intended purpose of this team is to work with and support the Sunday school and the Team Captain will oversee the Church membership and visitors.  The captain can select two (2) other Church Members to assist with the program.

Responsibilities:

1. Each representative will need to make in-reach contact with persons missing Sunday school for two or more weeks and persons they know are sick from their individual classes.  Even a “Glad you’re part of our class!” note would be appreciated by a regular attendee.
2. Send greeting cards for any and all occasions, i.e.:  Birthday, Anniversary, Sympathy, Thinking of You, Encouragement, etc.  Can implement a rotation or schedule for monthly cards to be mailed.
3. Prayer Chain.  Provide signup sheet in fellowship area.  Create Chain and initiate phone calls.  Update chain on a regular basis.  The prayer chain shall be updated whenever needed, whether day or night.
4. Special needs within our Church family that may include a birth in the family, a death in the family, a hospital stay or surgery, a move, or a serious illness:
a. Prepare meals and take to family.
b. Coordinate travel needs to and from doctors/hospital, etc.
c. Take care of other family children.
The In-Reach Team Leader is also responsible to do the following:

1. Actively attend scheduled Church Council meetings.
2. Actively attend Sunday school and Worship Services.
3. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
The in-reach team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
OUT-REACH MINISTRIES TEAM

This ministry focuses on taking a smile, a kind word, and a warm invitation to come and worship at Keystone Baptist Church to people in our area.  Outreach ministry is the responsibility of the whole Church body.  Every Christian has been commissioned to share the Good News with all who will listen.  This ministry is a specialized ministry to reach out to specific groups.  This team will consist of a Leader and the outreach leader from each Sunday school class.  The Captain will oversee other Out-Reach Ministries of the Church.

Responsibilities:

1. Have a general knowledge of the area in and around southern York County.
2. Have either a same-sex outreach partner or a spouse to make the contact assignments.
3. Dress neatly and represent the Lord and the Church in a friendly manner.
4. Follow up by personally greeting those who attend a worship service that you had visited.
a. Send a letter of appreciation and thanks for attending our service.

b. Door stop visit.

c.  Two weeks later follow up with a phone call.
d.  Sunday School Out-Reach member follow up by sending a card, phone call or visit.
5. When new people attend worship service, approach them with invitation to Sunday school and invite them to join our Church.
6. Assist in the coordination of weekly visitation.
The Out-Reach Team Leader is also responsible to do the following:

4. Actively attend scheduled Church council meetings.
5. Actively attend Sunday school and Worship Services.
6. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
The out-reach team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
ACTIVITIES TEAM 

This team will consist of a Leader and one (1) member from each Sunday School Class.

Responsibilities:

1. Coordinate with the Church Calendar to avoid event dates conflicting with each other.
2. Plan and carry through, activities for individual classes both at the Church and off site.  Working with other teams to see that supplies are on hand and clean up is completed.
3. Work closely with the Hospitality Team for Church-wide events.
4. Actively promote church activities through the use of bulletin boards, mailings, announcements, etc.
5. Provide communication to teams with planned events and calendar changes from the church council.
The Activities Team Leader is also responsible to do the following:

1. Actively attend scheduled Church council meetings.
2. Actively attend Sunday school and Worship Services.
3. It is the responsibility of the Leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
The activities team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
FLOWER/ DECORATION TEAM 

This team will consist of: One leader and volunteers as needed.
Responsibilities:
1. Organize team members to place flowers at church altar weekly.
2. Place flower calendar for people to sign up to bring flowers.
3. Order flowers for bereaved families in church, specifically: immediate family members.
4. Organize team members to decorate church for Christmas season.
5. Keep flower closet in order.
The Flowers Team Leader is also responsible to do the following:

1. Actively attend Sunday school and Worship Services.
2. It is the responsibility of the leader to select at least one person and become a mentor to them, training them in every aspect of the position.  The purpose of this is to insure that someone else is qualified to handle the responsibilities of the ministry.  Upon selecting that person, the current leader will give the name to the Nominating Team.  This should be done within two months of taking this position.
3. Team coordinates and communicates with the church council for events and assistance.
The flowers team leader will be selected by the Nominating Team and approved by the church on an annual basis.  There are no term limits with this position.
Section 7

PROPERTY AND

FACILITIES USAGE POLICY

Church Building Guidelines

1. The facilities of Keystone Baptist Church are designed to promote a Christ-like spirit and fellowship.  Any program or meeting that is detrimental to this cause is prohibited.
2. Non-members may use the facilities for weddings, receptions, showers, and family gatherings, or other events approved by the trustees.
3. Members and non-members are required to submit in writing a request for reserving the church.  The Administrative Assistant has the church calendar and requests must be made through them.
4. Cleaning:  The person making the reservation will be responsible for making sure the building and grounds are left clean.  With the exception of church-wide functions, it will be the responsibility of the group using the church to take care of the removal of garbage.  An inspection will be required by the responsible party following the event.  Prior arrangements need to be made with the cleaning staff of the church.
5. Heating/cooling, thermostat controls:  It is suggested that the person making the reservation also be responsible to call the church office 24 hours before the building is needed and remind them of the date and climate control needs.
6. Church furnishings:  Due to the size of the pulpit area and choir loft, it is acceptable to move the pulpit furniture and choir area.  Be advised, there is sensitive sound equipment located in this area.  Also, if you move it, replace it exactly the way you found it.  We request that you leave the church as you found it.  If you are unsure of the placement of an item, ask.
7. Decorations:  We request that any candles used in the service be no-drip candles.  Do not drive any nails in walls or baseboards.  No tape can be applied to the walls or painted surfaces.
8. Fellowship hall:  We request that the caterer supply their own utensils, punch bowls, table cloths and paper products when setting up for receptions and other events.  The refrigerator is available the day of the event to keep foods cold.  Nothing should be left after the event in the fellowship hall, church, or on the grounds.
Note:  

Furnishings inside the church buildings are not to be placed outdoors unless special permission is granted.  This includes tables and chairs inside the fellowship hall.  There is no smoking inside any of the buildings.  No alcoholic beverages allowed.  These rules cover basic policies of Keystone Baptist Church.  They are solely for the purpose of taking care of the physical property of our church.  If you have special needs or requests that are outside the designated boundaries stated above, you may address the trustees in writing.  The trustees have the final word on the use of Keystone Baptist Church property.

Basic Usage Guidelines:

1. As a general rule, leave everything as you found it.

2. Please clean up any mess which you have created including sweeping the floors and mopping if necessary, unless other arrangements have been made.

3. Please replace all furniture moved to its original location.

4. Please do not use any Church equipment which you have not been given permission.  (i.e.: TV, Sound System, Power Point and Screen, Copier)

5. Please do not attempt to re-adjust the thermostats.  They are programmed.

6. Before leaving, make sure all toilets are flushed, sinks cleaned, and no water is left running.  Turn off all lights and lock the doors.

7. Please take the trash with you when you leave.

8. Please leave the area clean and free of trash.  Turn off lights.
REQUEST FOR RESERVING THE CHURCH

Name of person/group requesting reservation:  _________________________________

Address and phone number of contact person:  (responsible for reservation)

Street  ______________________________

Home  __________________

Town, State, Zip  _______________________

Work  ___________________

Date(s) buildings are needed:  _____________________________

Type of Gathering:


Wedding:  ___  Family Reunion:  ___  Other:  (specify) _________________________

Wedding information:

Will you need the fellowship hall for rehearsal?  ____________________________

Will you use the fellowship hall for reception?  _____________________________

Name of Minister:  _______________________ Contact Number:  __________________________
Name of Florist:  _________________________Contact Number:  __________________________

Name of Caterer:  ________________________Contact Number:  __________________________

Fees:

Active participates of Keystone Baptist Church:

     No Charge (However, please consider the additional expense incurred by

     the Church.  Donations will be accepted.)

Non-Member:

     Church facilities for weddings:  Donation (A donation of $150 is suggested for facilities usage)
     Fellowship Hall (For non-wedding events:  $75 suggested donation)

** Fees are due prior to the event.  They are to be paid when your request is verified

 on the church calendar.  
Checks should be made payable to:  Keystone Baptist Church

Church Capacity:

Sanctuary:  200

Fellowship Hall Seating:  100
CONTRACT:

I have read the rules governing the use of the facilities of Keystone Baptist Church.  I understand that I am responsible for any damage or negligence that occurs while my group is using the property.  I understand that any items moved to accommodate our group must be replaced before leaving.  I understand that we are responsible for cleaning and removing any trash created by our group.

Signed:  _________________________

Date Submitted:  __________________

This contract will be kept on file in the Church Office.
Date Confirmed:  ____________

Section 8

WEDDING POLICIES

Marriage Guidelines

The following information is provided to help with your plans and state church use policies.  The attached form must be filled out and on file at the church office before permission will be granted for use of church property.  Keystone Baptist Church defines marriage as the union of one man and one woman.
The Date

Before announcing the date, the church (if you will be using any of the buildings or grounds of Keystone Baptist Church) should be contacted and verbal confirmation made.  This date will only be finalized after the Church Reservation and Policies form has been signed and submitted.  If a prior request is made, but not followed with submission of the proper form, then the church will consider the date “still open” and available for other requests.  In addition, active members of the Keystone Baptist Church will be given first choice of dates for reservation of church facilities.  However, if a non-church member or group has requested in writing the use of the church, then Keystone Baptist will honor the commitment.  Please note that Sunday weddings require special planning because the church usually has activities scheduled throughout the day.  Also, Sundays are generally very busy for pastors and other church personnel.

The Marriage License

State law requires a marriage license.  In the Commonwealth of Pennsylvania, the license is secured at the office of Registered Deeds.  Time is required for all the forms to be filled out.  Do not wait until the last minute for this requirement to be done.  The Pastor prefers to have the license in hand at the rehearsal or as soon as possible.  Obtaining the marriage license is the responsibility of the bride and/or the groom.

Premarital Conferences

The pastor requires at least 6 to 12 sessions with the bride and groom prior to the wedding.  Counseling time is reserved for the purpose of sharing Biblically based principles on marriage.  Each session usually takes about one hour.  Additional time may be scheduled to discuss any plans for the wedding.  It is the responsibility of the bride and groom to schedule these conferences.

Musicians and Music

Wedding music should be selected with great care.  It is recommended that musical selections be cleared with either the pastor or the Church music staff.

Pastor or Other Clergy

There are occasions when a couple will want someone other than the local pastor to perform the wedding ceremony.  The policy of Keystone Baptist Church requires it be a pastor from a church of like faith.

Church Policies

Refer to “Church Building Guidelines” – under “Property and Facilities Usage Policy”  Section 7
Section 9

MISCELLANEOUS POLICIES

Benevolence Policy

Keystone Baptist Church understands the needs of our community and our policy is to help with:

· Food
· Utilities (electricity, oil, etc.)
· Clothing
· Financial counseling
There is a $75.00 limit.  However, an exception can be made for extenuating circumstances.  It is the policy of Keystone Baptist church to not give out cash.
Items that will not be covered include payments for rent, car and gas.

Other organizations and agencies to contact for help:

Food:

Catholic Harvest Food Pantry – 846-8571

Food Pantry Clearing House- 846-8899

Helping Hands- 683-6266

Elijah Outreach Ministries - 246-9607

Other:

Health Community Pharmacy- 812-3020

Dallastown Rescue Mission – 244- 2780

Catholic Harvest Food Pantry- Clothing- 846-8571

Helping Hands- Clothing, furniture - 683-6266

Elijah Outreach Ministries – Misc - 246-9607

Subcontractors
The services to be provided by the subcontractor must be presented to the church prior to the initiation of the agreement.  The subcontractor shall be responsible to fulfill all duties of the agreement at the time intervals specified in the agreement.  Payment for services rendered shall be specified in the agreement.  The Trustees shall enter into the agreement with the subcontractor.
The subcontractors of Keystone Baptist Church include, but are not limited to the following:
· Church Custodian
WEEKLY COUNTING PROCEDURE FOR KEYSTONE BAPTIST CHURCH

Three groups of counters will be utilized.  Each group will serve for two months and have the following four months off.
We will also have a 1st person who will each Sunday:

· Set up the counting room.
· Lay out all necessary supplies for counters.
A 6th person will each Sunday:

· Unlock safe and separate offering by counting stations:
· Regular envelopes
· Building Fund envelopes
· Special envelopes - designated funds
· Loose plate checks
· Loose plate bills and coins
· Make six copies of visitor’s cards – 2 copies Out-Reach Team Leader and 1 each to Sunday School Administrator, In-Reach Team Leader, Church Administrative Assistant, and one to Financial Secretary.  Originals to Pastor.
· Copy loose plate checks.
· Copy any designated checks that do not have an envelope.
· Make copy of deposit adder tapes going to the bank.
· Double check envelopes for missing or not legible information.
· Assist in verification of numbers if necessary.
· Lock bank bag and give it to the Financial Secretary for deposit.
· Put supplies away and lock safe.
· Give Financial Secretary:
· All envelopes – regular, building fund, designated and special.
· The Counting Team scratch pad.
· Pink copy of Summary of Receipts.  (Yellow copy to Church Treasure.)
· Copy of loose plate checks.
· Worship Service attendance report from the ushers
GROUP INSTRUCTIONS

Counter A:

· Open half of the regular tithe envelopes
· On front of envelope, if cash put “$” in upper right corner, if check put “√”
· See if name and amount are on envelope and are legible.
· Look at the check:
· See if amount is same as envelope
· See if anything is in the memo field
· See if check is signed
· Enter the amount on the adder tape for bank deposit
· Give your envelopes and checks to Counter B and get ones from counter B and repeat process as above.
· When finished, see if Counter B got the same information as Counter A.
· When correct, enter information on Counter Scratch Pad under Envelopes Section.
· Stamp back of check for bank with KBC account number.
· Make deposit slip for regular bank account.
· Enter information in three part book “Summary of Receipts”. 
Counter B:

· Same process at Counter A.
WEEKLY COUNTING PROCEDURE FOR KEYSTONE BAPTIST CHURCH (continued)
Counter C:

· Open Building Fund envelopes
· On front of envelope, if cash put “$” in upper right corner, if check put “√”
· See if name and amount are on envelope and are legible.
· Look at the check:
· See if amount is same as envelope
· See if anything is in the memo field
· See if check is signed
· Enter the amount on the adder tape for bank deposit
· Give your envelopes and checks to Counter D and get Loose Plate and Designated donations from Counter D and repeat process as above.
· When finished, see if Counter D got the same information as Counter C.
· When correct, enter information on Counter Scratch Pad under Building Fund Account.
· Stamp back of check for bank with Building Fund account number.
· Make deposit slip for Building Fund bank account.
· Enter information in three part book “Summary of Receipts” to the right hand side, mark it Building Fund and circle it.
Counter D:

· Loose Plate
· Count loose plate checks and enter on adder tape, subtotal.
· Count bills by dominations and enter on tape, subtotal.
· Count coins and enter on tape, subtotal.
· Get total of loose plate.
· Give all loose plate to Counter C and repeat process.
· When correct, enter information on Counter Scratch Pad under Loose Plate.
· Stamp checks with KBC account number.
· Enter information in three part book “Summary of Receipts
· Designated Funds
· Separate by Fund: (example:  Annie Armstrong, Awana, Van, Music, Missions, etc.)
· Count each fund separate and enter on tape
· Exchange with Counter C and repeat process
· When correct, enter information on Counter Scratch Pad under Designated Funds
· Stamp checks with KBC account number 
· Enter information in three part book “Summary of Receipts
Once everything has been counted and verified:

Counter A completes “Summary of Receipts” sheets and has all counters for the day, initial at bottom of page.  Be sure the page is dated at the top.

Counter B puts Regular deposit slip, adder tape and checks in bank bag.

Counter C puts Building Fund deposit slip, adder tape and checks in brown envelope and then in bank bag.

Counter D makes sure all coins; bills, checks, etc are put in bank bag.
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